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The  mail  from  both  bosses  and  office  employees  proves  that  proper 
office  dress  is  of  prime  interest.  Though  most  women  look  business¬ 
like  the  rest  of  the  year,  many  bog  down  in  summer.  We  take 
appropriate  dress  for  granted — until  women  show  up  for  work  in 
outfits  that  belong  on  the  beach  or  in  a  ballroom. 

Bosses  notice  what  office  women  wear,  and  some  must  take  a  close 
look.  One  boss  sent  a  list  of  pet  peeves  about  appearance: 

1.  frilly,  fluffy  dresses; 

2.  extremely  short  sleeves  or  sleeveless  dresses; 

3.  dangling  bracelets  and  earrings,  unnecessary  jewelry; 

4.  clothes  of  eccentric  cut,  material,  or  color; 

5.  the  brightest  shades  of  nail  polish; 

6.  heavy  perfume; 

7.  unnecessary  makeup; 

8.  eyebrows  plucked  to  a  thin  line; 

9.  elaborate  hairdresses — "beehives  are  for  bees"; 

10.  extremely  high-heeled  shoes. 

He  is  not  alone  in  his  viewpoint.  Booklets  issued  by  companies  to 
guide  their  employees  stress  these  points  as  well  as  others.  A 
pamphlet  from  a  mail-order  firm  blackballed  sunback  dresses, 
bobby  socks,  hair  ornaments,  "Sloppy  Joe"  sweaters.  Just  as 
distasteful  are  sweaters  that  fit  too  soon. 

In  Florida,  a  bank  also  issued  a  booklet  on  dressing  appropriately. 
Verboten  items  were  pony  tails,  flats,  sheer  blouses,  an  armload 
of  bracelets,  and  layers  of  petticoats. 

None  of  these  reguirements  is  too  much  to  ask.  Companies  feel 
that  their  employees  represent  them.  Appearance  counts. 

One  woman  with  a  reputation  for  being  well-dressed  was  asked 
her  secret.  "I  always  dress  as  though  something  big  might  happen 
today."  She  recommended  a  last-minute  check  before  leaving 
home:  "Do  I  look  as  businesslike  and  neat  as  I  did  when  I  applied 
for  this  job?" 


(or  thereabouts)! 
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The  only  thrill  worth  while  is  the  one 


You,  Too,  Can  Be  a  Philologist 

Several  readers  have  asked  for  help  in  building 
their  vocabularies.  These  women  admire  the  person 
who  expresses  himself  simply  and  clearly;  they  know 
that  language  transports  ideas  into  action.  A  woman 
who  teaches  vocabulary-building  gave  this  advice: 

To  expand  your  stock  of  words,  read  more.  In  news¬ 
papers  or  copies  of  letters,  underline  unfamiliar 
words.  Jot  down  new  words  you  find  in  books.  Then 
look  up  their  meanings;  master  their  pronunciations. 
To  retain  a  new  word,  use  it  in  conversation  at  the 
first  chance. 

Another  obvious  place  to  start  reading  is  your 
company  literature,  catalogs,  or  advertising.  Get 
acguainted  with  terms  peculiar  to  your  business. 
Read  a  good  magazine  each  month;  literary  maga¬ 
zines  are  rich  with  language. 

Increase  your  vocabulary  by  listening,  too.  Listen 
to  your  boss  and  other  executives.  Observe  how  they 
phrase  things.  Listen  to  speeches,  sermons,  news 
broadcasts,  and  commentaries. 

While  you  are  adding  new  words,  recharge  your 
vocabulary  by  getting  rid  of  deadwood.  Notice  how 
some  people  use  the  same  words  over  and  over. 
Recognize  your  pet  words  and  find  substitutes.  Avoid 
exaggerations.  Slang  is  the  pepper  in  conversational 
salad,  so  use  it  sparingly.  Lay  to  rest  the  stalling  words 
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"My  vacation  starts  tomorrow.  Mom.  Be  sure  to 
wake  me  up  in  two  weeks.” 


and  phrases:  ''actually,''  ''you  see,''  ''as  a  matter  of 
fact,''  ''in  reality,"  ''let  me  put  it  this  way." 

To  make  your  vocabulary  most  expressive,  use 
strong  verbs.  Whittle  away  adjectives  and  adverbs 
when  carving  your  thoughts.  Use  specific  nouns  and 
numbers.  Look  for  picturesgue  phrases. 

To  get  an  idea  across,  ask  yourself,  ''What  do  I 
want  to  convey?"  Translate  your  thought  into  its 
simplest  terms. 

Other  aids  to  multiplying  the  words  at  your  com¬ 
mand  are  the  vocabulary  guizzes  in  magazines  like 
the  Reader's  Digest.  There  is  an  excellent  paperback, 
30  Days  to  a  More  Powerful  Vocabulary,  by  Wilfred 
Funk  and  Norman  Lewis,  published  by  Pocket  Books, 
Inc.,  New  York. 

What’s  New  in  Business 

Tomorrow's  Labor  Force 

''Parents  should  either  leave  their  children  a  large 
inheritance  or  see  that  they  take  advantage  of  their 
opportunities  and  learn  how  to  make  a  living,"  said 
Mrs.  Esther  Peterson,  director  of  the  U.  S.  Department 
of  Labor  Women's  Bureau.  ''Tomorrow's  labor  force 
is  going  to  be  made  up  almost  entirely  of  people  with 
skills — and  for  these  people  there  will  be  plenty  of 
opportunities,"  she  told  the  General  Federation  of 
Women's  Clubs  at  its  national  convention  in  Miami 
Beach  in  June. 

She  added  that  about  4-1/3  million  women  are 
heads  of  families;  about  half  were  the  chief  bread¬ 
winners  of  their  families  in  1959.  ''Most  women  work 
for  economic  reasons  .  .  .  The  important  thing  is  that 
it  is  a  woman's  own  choice  whether  or  not  she 
works  .  .  .  Freedom  of  choice  is  America." 

How  to  Save  Postage 

Readers  interested  in  efficient  mailrooms  and  ways 
to  save  on  postage  will  like  ''PB  Post,"  a  new  guar- 
terly  bulletin.  The  first  issue  shows  how  a  company 
saved  $145  a  year  by  eliminating  special  delivery  and 
how  a  large  firm  saved  $19,000  annually  by  using 
bulk  rate,  trucking  mail  to  other  cities  before  posting 
it.  You  can  get  a  sample  copy  from  Woodrow  Johnson, 
editor,  Pitney-Bowes,  Inc.,  Box  741,  Stamford,  Conn. 

50  Ways  to  Cut  Costs 

Smith-Corona  Division  offers  ideas  on  cost  reduc¬ 
tion  in  a  pamphlet,  ''50  Checkpoints  to  Help  Improve 
Your  Office  and  Personnel  Efficiency."  Examples: 
Code  forms  by  color;  set  up  a  manual  of  form  letters 
and  paragraphs;  unify  purchasing  of  office  supplies; 
keep  a  centralized  eguipment  inventory.  Get  a  free 
copy  from  Smith-Corona  Marchant  Inc.,  410  Park 
Avenue,  New  York  22,  New  York. 


hat  comes  from  making  something  out  of  yourself. 


Twenty-Nine  “Musts”  for  the  Career  Girl 
(Things  we  already  know — but  sometimes  forget) 


1.  Be  friendly — to  have  friends,  you  must  be  one. 

2.  Be  fair — play  the  game  fairly  and  according  to 
rules  and  regulations. 

3.  Be  generous — not  from  a  money  standpoint,  but 
be  generous  with  your  time;  be  generous  with 
your  praise  for  a  job  well  done. 

4.  Be  honest — with  yourself  and  your  employer,  in 
thought  and  deed. 

5.  Be  courteous — to  everyone.  Courtesy  is  merely 
doing  the  kind  thing  in  a  kind  and  expeditious 
manner.  Courtesy  is  the  earmark  of  a  real  lady. 

6.  Be  a  good  listener — listen  well,  carefully,  and 
attentively. 

7.  Be  ready  to  accept  responsibility. 


8.  Learn  to  take  criticism.  Try  not  to  be  personal 
about  impersonal  things.  Women  do  not  take  so 


kindly  to  criticism  as  men.  Realize  the  fact  that 
criticism  is  expended  toward  the  job  and  not 


toward  you  as  an  individual. 


9.  Learn  to  forget  disappointments.  They  belong  to 
yesterday — you  belong  to  tomorrow. 


10.  Do  not  alibi — admit  you  are  wrong,  if  you  are — 
and  don't  make  the  same  mistake  again. 


11.  Do  not  grouch  or  grumble — you  will  have  to  do 
the  job  anyway,  so  you  may  as  well  do  it  with  a 
smile. 


1 2 .  Beware  of  knocking — every  knock  is  a  boomerang. 

13.  Keep  your  home  worries  and  troubles  to  yourself 
— what  may  seem  very  important  to  you  becomes 
very  boresome  to  the  listener. 

14.  Put  sentiment  out  of  your  office  life.  Avoid 
"crushes,"  etc. 

15.  Do  not  discuss  office  matters  outside  of  the  office 
— this  can  be  fatal  to  your  job  and  very  damaging 
to  your  employer. 

16.  Have  the  courage  of  your  convictions — be  sure 
you  are  right  and  then  "stick  to  it." 

17.  Be  healthy.  Eat  the  proper  food,  get  enough  sleep, 
and  get  outdoor  exercise  every  day.  There  was 
a  time  when  it  was  considered  very  smart  to  be 
delicate  in  health.  That  day  is  gone.  It  is  smart 
to  be  healthy. 


18.  Have  energy — mentally,  physically,  spiritually. 


19.  Be  clean — mentally,  physically,  and  spiritually. 


20.  Learn  how  to  relax.  Once  you  learn  to  relax,  pre¬ 
viously  unsurmountable  tasks  will  suddenly  be¬ 
come  easy. 

2 1 .  Never  neglect  personal  daintiness. 

22.  Dress  neatly — not  too  pretty  or  frilly,  not  too 
severely,  and  not  sloppy.  Buy  fewer  but  better 
and  well-fitting  clothes. 

23.  Be  well  groomed — clean  hair  and  nails  and  skin. 

24.  Don't  turn  the  office  into  a  powder  room;  take 
care  of  your  private  and  personal  grooming,  in¬ 
cluding  the  adjustment  of  hose,  straps,  etc.,  at 
home  or  in  the  privacy  of  your  own  washroom 
and  THEN  FORGET  IT.  People  like  to  look  at  the 
result — not  the  fixin's. 

25.  Be  a  good  housekeeper — in  your  office,  too! 

26.  Buy  the  best,  most  becoming,  and  best-fitted 
clothes  you  can  afford;  wear  them  as  though  they 
were  a  part  of  you — better  to  have  only  one  well- 
fitting  suit  than  two  or  three  ill-fitting  ones. 

27.  Use  the  best  English  you  can.  Add  at  least  one 
word  each  week  to  your  vocabulary.  Watch  the 
guality  of  your  voice. 

28.  Develop  a  sense  of  humor.  A  person  without  a 
sense  of  humor  has  lost  the  greatest  fun  in  life. 
It  can  glide  you  through  a  most  "touchy" 
situation. 

29.  Be  your  own  natural,  sincere,  enthusiastic  self. 

Use  Your  Initiative  to  Win  a  Prize 

When  the  ink  pump  on  a  mail-canceling  machine 
broke  down  in  a  Michigan  Post  Office,  the  crew  had 
107  sacks  of  uncanceled  mail  to  process.  The  super¬ 
visor  made  the  machine  work  by  borrowing  transfu¬ 
sion  eguipment  and  feeding  the  ink  "intravenously." 

There  are  many  situations  in  business  where  an 
employee  has  used  his  initiative  to  solve  a  problem — 
or  prevent  one. 

If  you  have  had  an  experience  where  ingenuity  or 
initiative  saved  the  day,  we'd  like  to  hear  about  it. 
The  best  examples  will  be  published  in  the  Bulletin, 
and  the  grand  prize  will  be  a  gold  "From  Nine  to 
Five"  pin. 

Describe  your  experience  in  250  words  or  less, 
typewritten  and  double-spaced.  Include  your  name, 
position,  and  company  name  and  address,  and  mail 
your  entry  to  the  editor  at  the  address  on  the  back 
page.  Deadline  for  letters  is  September  30,  1961. 


The  Mailbag 

Bareback  Filers 

Regarding  the  letter,  "When  a  Slip  Should  Show," 
I  know  that  some  girls  do  dress  ridiculously  ior  the 
office.  However,  I'd  like  to  know  what  kind  of  clothes 
could  let  ten  inches  of  flesh  show. — J.  S. 

The  letter  referred  to  short  overblouses,  sweaters, 
and  jackets  that  part  company  with  a  skirt  when  the 
wearer  reaches  or  bends.  Ten  inches  sounds  like  a 
lot,  but  even  showing  a  few  inches  of  bare  midriff  is 
unappealing. 

Silence  Is  Goading 

For  no  reason,  a  fellow  worker  refuses  to  speak  to 
me,  except  for  business  purposes.  I  feel  like  a  bump 
on  a  log,  since  she  talks  with  everyone  else  in  the 
office.  This  goes  on  for  months,  even  though  I  remain 
very  pleasant. — N.  J. 
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"You  wanted  to  see  me  about  something, 
Mr.  Wump?" 


The  silent  treatment  is  hard  to  take.  One  woman 
suggested  asking  the  silent  one  whether  you  have 
done  anything  that  annoyed  her.  The  guestion  should 
bring  out  the  cause  of  the  trouble.  If  your  co-worker 
doesn't  reply,  you've  at  least  tried  to  set  things 
straight.  Go  on  being  pleasant. 

Aged  in  the  Wood 

What  are  some  ways  to  get  your  boss  to  keep  his 
correspondence  up  to  date? — A.  G. 

A  woman  in  my  human-relations  class  this  spring 
brought  up  a  similar  guestion.  The  others  suggested: 
(1)  Organize  the  letters  that  need  immediate  action 
and  those  that  can  wait — ask  the  boss  if  he'd  like  to 
handle  the  first  group  now;  (2)  draft  replies  to  the 
letters  you  can  answer  and  ask  him  to  okay  them 
before  you  retype  them;  (3)  make  an  appointment 
with  your  boss  for  dictation;  (4)  compliment  him  on 
his  skill  as  a  letterwriter;  (5)  handle  as  much  of  the 
routine  mail  as  you  can,  leaving  only  letters  that 
reguire  his  personal  reply. 

Father  Knows  Best 

How  does  one  get  along  in  the  office  with  a  boss's 
spoiled  son? — M.  M. 

If  the  son  is  there  to  learn  the  business  and  eventu¬ 
ally  take  over,  he'll  be  the  head  man  someday.  You're 
wise  to  try  to  get  along  with  him,  if  you  want  to  stay, 
tco.  Perhaps  he's  difficult  because  he  feels  that  his 
father  overshadows  him  and  that  he'll  never  measure 
up.  He  may  need  reassurance.  Treat  the  son  with 
deference  and  respect.  Be  helpful  without  being  ob¬ 
trusive  or  aggressive  about  it.  He  must  have  some¬ 
thing,  or  the  boss  wouldn't  be  grooming  him  for 
stardom. 

A  Hair-Trigger  Temperament 

How  do  you  best  cope  with  a  boss  who  has  a  hair- 
trigger  temperament? — J.  D. 

First,  be  sure  you're  not  the  one  who  makes  him 
angry.  Stay  out  of  his  way  when  he  flares  up.  Let 
him  cool  off.  Most  temperamental  people  feel  ashamed 
of  their  outbursts  afterwards.  Don't  take  his  temper  as 
a  personal  affront,  and  don't  snap  back  at  him. 


Sincerely, 


Issued  8-1-61 


